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INTRODUCTION 
 
Welcome to the School of Hospitality Management and Tourism, Dublin Institute of Technology 
(DIT). We are delighted that you have accepted a place on one of our programmes. You are the 
‘newbies’ continuing a proud tradition of students who have studied with us, and we aim to 
work with you to support you in adapting to the exciting challenges of third-level learning. 
 
This booklet has been designed to provide you with a single source of information and 
guidelines to help you produce better work at the level of writing required at college. It is 
intended for first-year undergraduates, whether on a level 7 or level 8 degree, so that you can 
start to build the skills and learning required on your student journey towards your degree. 
 
We have also included selected assistive technologies to aid you – apps and websites. Look out 
for the icons throughout the guide, and use the comprehensive range of technologies on page 
34. 
 
We hope that you find this resource useful. Don’t forget to draw on the supports recommended 
and, of course, to ask your lecturers if you have any queries. 
 
The booklet is also designed in conjunction with the School’s Get Smart! app, supporting you in 
your first year. If you haven’t already downloaded the app, make sure you do so. You will find a 
wide range of supports, all at the tap of an icon. 
 
Simply search for DITGETSMART! in the App Store or on Google Play.     
 
We wish you a great first year experience, and every success with your studies. 
 
Enjoy this exciting time. 
 
 
       
Head of School. 
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SUPPORT FOR YOUR ACADEMIC WRITING 
 
Your greatest support is around you! Your fellow students can offer great assistance during the 
preparation of your work. We call this peer learning! It can be really helpful to work in pairs or 
small groups and review each other’s work in its various stages. Your second-year peer mentors 
can also offer very valuable help and insights, particularly as they have submitted some of the 
same work in their previous year. 
 
Many students struggle with academic writing. Perhaps you have never really been asked to 
write in this manner, or in an extended format. On a degree programme, it is really important 
that you can write right! 
 
If you received help at school for a learning difficulty, you can continue to get support during 
your time in DIT. Make sure you get registered with our Disability Service as soon as you can. 
If you have never been assessed, or think you may need assistance, make contact with the 
Disability Service for testing and support. 
 
You will find the relevant information at www.dit.ie/campuslife/disability 
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UNDERSTANDING THIRD-LEVEL LEARNING 
 
What’s the difference between school and college?  
 
Many reports have examined the challenges of transition from second-level and further 
education to higher education. These reports have all pointed at some stage to the importance 
of concepts such as learning to learn and self-directed learning. 
 
You will hear many terms like these in a third-level environment, which may be confusing. 
Lecturers will ask you for more ‘critical analysis’, ‘reflection’ and ‘synthesis’, to highlight a few. 
While we will specifically help you on page 26 to understand these terms, essentially the college 
learning environment is different. You are in charge now! You need to develop the ability to 
research and write independently, choosing the best and most valid sources, putting together 
well-written and argued work, and understanding how feedback and learning transfers 
between modules (subjects). We expect you to work towards looking at both sides of an 
argument, as well as the shades of grey in-between. 
 
In the course of your degree, you will be asked to produce a range of formats of work - essays, 
business reports, literature reviews, reflections, to name just a few. You will also be required to 
do many presentations. These are all skills that can be built over time, and with the help of this 
guide and your lecturers. 
 
This kind of independent learning and critical analysis can take time. So, use your first year to 
build a solid foundation. 
 
DIT Academic Writing Centre 
 
The Academic Writing Centre offers one-to-one appointments and drop-in sessions throughout 
the academic year. It is a free service, available to all students. Specially trained tutors can assist 
you with the preparation of all types of academic work. 
 
There is also a range of resources that you can download. 
To make an appointment please fill in the Request an Appointment form available on the 
website: www.dit.ie/awc 
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GETTING UP AND RUNNING WITH YOUR ACADEMIC WORK 
 
We hope that you attended your orientation and found the range of supports useful. You can 
already see that we are committed to helping you take charge of your own learning and to 
excel at your academic work. 
 
The greatest assistance you can give yourself is to attend your lectures and tutorials. Not 
everything will be posted on our virtual learning environment (Webcourses/Blackboard). By 
turning up to class, you are giving yourself the best chance of success. You also have the 
opportunity to ask the lecturer questions face-to-face and benefit from discussions that happen 
in class. 
 
We recognize that attendance is crucial, and therefore we allocate 10% of your final grade in 
each first-year module to your attendance score. 
 
Your tutor will explain how this works, and what steps you can take if you miss a class for 
reasons of illness or personal circumstances. 
 
Our Marketing and Retention officer also works with us closely to help and support you in 
maximizing your engagement with your programme. 
 
We understand that making the transition to college is not always easy, and that it takes time to 
settle in. Don’t forget to draw on the full range of support we offer across DIT to help you. If 
you don’t remember the specific resources from the orientation, everything can be consulted 
via the website http://www.dit.ie/campuslife/ 
 
It’s also important to realize that your timetable does not show the full commitment required 
for your learning. In general, for every one hour that you see printed on your timetable, 
another 2-3 hours of study, reading and preparation are required on your own part. This is the 
self-directed learning part! 
 
You could also think about the space you will use for study and assessment preparation, and 
the best way of organizing your materials. 
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TAKING NOTES 
 
Taking notes in a lecture 
 
Start early and organize your approach to note-taking.  
Using the apps: 
 
Cogi.com    or    Evernote.com   
 
can be very beneficial, and can also store photos of a screen and record audio with your notes 
and photos. Always get agreement from your lecturer if you wish to record class content or 
discussions. 
 
Taking notes from an article or piece of writing 
 
When reading, taking notes effectively will save a lot of heartache later.  
 
Remember, you may read an academic article in February for an assessment, and want to 
reprise it in May for your exams.  
Good notes will save you having to read the piece twice! 
 
The following structure may prove useful: 
 
 Bibliographical details at the top (who wrote the book, article or source, where is it 
published, when) 
 Where you found the source and could find it again 
 Headings 
 Page numbers (keep track) 
 Paraphrase or use quotation marks 
 The author’s main arguments and the reasons they used to make their arguments 
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PLANNING AND PREPARING ASSESSMENTS 
 
“Fail to prepare, prepare to fail.”      (Roy Keane) 
Prepare Properly 
 Writing a good college essay or assessment/assignment is rooted in your preparatory 
reading and research into the topic.   
 Read! You will need to read to be successful at college! That may seem a basic point, but 
the more you read, the better the discussion and analysis you can provide. Reading the 
appropriate and recommended sources will help you find out facts, retrieve information, 
deepen your understanding, review a range of viewpoints and check you haven’t missed 
anything.  
 Read the books or articles that your lecturer recommends. Use the reading list provided! It 
sounds obvious, but you should start with the recommended list of reading resources 
provided by your lecturer. These are updated every year, so your lecturer has given you the 
best starting point. These sources will generally be a combination of textbook, journal 
articles, and relevant web resources. These resources are reliable, peer-reviewed where 
appropriate, and up-to-date. Wikipedia and similar resources are not acceptable and should 
never be included in your reading or on your reading list. 
 It is CRUCIAL to attend lectures.  The analyses carried out in the School of Hospitality 
Management and Tourism show that there is a strong correlation between high levels of 
attendance and high marks in your modules.  
 The assessments/assignments you will be asked to produce will be largely based on topics 
covered in lectures.   
 Substance matters.  No matter how good a writer you are, there is no substitute for 
displaying real knowledge of the issues under discussion.  It is, however, important to 
impart this knowledge in an easy to follow, accessible manner. 
 Remember, if your preparation is shallow, your content will also be shallow.   
 If you are unsure about the assessment title or the exact requirements, ask your lecturer to 
clarify or expand. You can be sure that you are not the only student who has some 
uncertainties. 
Give Yourself Time 
 Time is a great aid to thought.  
 If you leave your assessment until the last minute, it is unlikely you will score highly. 
Students have found the following web resource useful in their assessment preparation and 
in managing their time.       http://www.kent.ac.uk/ai/ask/ 
 
There are a number of good apps which allow you to set tasks and to-do lists, and remind you 
when to tackle them. Among the best are: 
 
  Google.com/ Keep  and Wunderlist.com   
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 Be organized.  Block off some specific time in your diary or schedule to write your 
assessment.   
 In advance of this, complete your research and get your notes in order.   
 Give yourself lots of time to think through what you want to say and how you want to say 
it.  
 Before you actually sit down to write, mull over the topic as you get on with your daily 
routine.   
 This can help prevent ‘writer’s block’. 
 Most importantly, be clear about the assessment’s date of submission and anticipate that 
this date will not change. We have standard penalties in place across all modules for 
assessments that are submitted late.  Check the requirements at this link: 
http://www.dit.ie/hospitalitymanagementtourism/lateassessmentpolicy/ 
 Think about how to store your files. Learn how to use your Google Drive or Dropbox to 
allow you to store files safely and easily as well as giving you instant back-up. 
 
 
Getting Started 
 
 Every piece of writing has to have a beginning, but getting started is often intimidating.  
 A blank page is the enemy.  
 When you do sit down to write, don’t be afraid to dive in.   
 Straightaway, jot down any thoughts and ideas you have, however jumbled and incoherent 
these might be.  This is an essential beginning.   ‘Spider diagrams’ and Mind Mapping can be 
hugely beneficial in the chaotic early stages of writing. Have a look at the websites Coggle 
or Bubbl.us for help with mindmaps, layout and brainstorming. 
  Bear in mind the title of the work you are doing, and find new perspectives. Write notes on 
a separate sheet. It is useful to summarize both the writer’s arguments and the points 
relevant to your own thoughts/arguments. Dictionary and Thesaurus apps can help you 
better understand the wording of the assessment. 
 Don’t be afraid to start writing on paper first. Many writers do this when they do not feel 
ready to work on a P.C. 
  There is no rule that a writer has to stick with what he or she initially writes down.  You can 
rework these initial points and build on them.  The important thing is not to spend hours 
staring at a blank page. Make a start. 
 Most smartphones have a dictation recording facility. This can be really useful when your 
thoughts are still at the jumbled stage. 
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Terminology 
 
You will need to be familiar with a wide range of terms, so that you can approach your work 
from the correct direction. These terms will also be important in answering exam questions at 
the end of semester one and two. Take a look at the list below and carefully consider how the 
terms might appear in an exam or assessment. 
 
 
Key or directive words: 
 
Analyze Examine in detail or investigate 
Assess  Give a balanced consideration of the arguments for and against 
Comment State clearly your opinions and support them 
Compare Find and present similarities and differences 
Contrast Find and present the distinctions 
Define  Give the precise meaning of something 
Describe Give a detailed account 
Discuss  Investigate or examine by argument 
Evaluate Make an informed judgement about the value/significance of something or of a 
debate 
Explain  Interpret, give reasons, clarify 
Extent  How far an idea or proposition is valid 
Interpret Give your own views, backed up by evidence 
Justify  Show adequate ground for your debate or conclusions 
Review  Examine the subject, make a survey or provide arguments 
Summarize Give a concise account of the main points of a topic 
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CHOOSING THE BEST SOURCES FOR YOUR WORK 
 
You will have three Get Smart! information literacy sessions during your first year. Your first 
year tutor will advise you of the dates and times. Two of these sessions take place in the library, 
one in a lecture or tutorial room. 
 
These sessions are themed as follows:  
 
1) Get going in your DIT library - Introduction to the catalogue and library resources 
2) Using other people’s work - Referencing, citing and plagiarism 
3) Database and literature search skills - Introduction to databases 
 
It is essential that you attend these sessions. They are held within scheduled class time and will 
be linked to your modules. Generally, students who struggle in later years with information 
sourcing, referencing and using databases have not attended these sessions. Build the right 
skills in first year, and you will flourish in later years. 
 
LOVE YOUR LIBRARIAN 
 
Although there is a wealth of resources online, nothing beats the advice and personal approach 
of the college librarians. 
 
Where you are using online resources, they should be sourced via the library databases.  You 
will find that the library plays a central part in studying and preparing for your assignments. 
Besides the physical study spaces, books, journals, printing equipment and computers, the 
library is the point of origin for the e-books, online journals and databases you will also need to 
use. This is important, as any online resources you use should be sourced through the library 
databases, either from within DIT, or from home with the required login details.  In addition, 
library staffs deliver frequent classes in how to find, and get the best from, the reading and 
research that needs to be done. They are available to advise on a variety of problems.  Overall, 
the library is a one-stop shop for almost all study needs. 
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THE RIGHT WAY TO WRITE 
 
 
Keep it Simple 
 
All communication is essentially about being understood.   
Writing is a key form of communication.  The best writing is easy to understand so that the 
reader has no difficulty in comprehending what is being said.   
‘Big’ words are fine, provided you use them in the right context and you are confident your 
reader will know what they mean.  
 
Do you understand the following sentence? 
 
‘The author posits that the opportunities posed by the economic environment are negated by 
the dearth of tourist accommodation.’ 
 
Too formal is as bad as too chatty. In general, it is best to avoid complicated words and jargon, 
particularly in your first-year work.   
 
http://www.phrasebank.manchester.ac.uk/ 
This is a very useful online resource which provides a wealth of phraseological ‘nuts and bolts’ 
which can be included in your work. 
 
 Always avoid slang.  
 Remember that the cardinal rule of good writing is KISS – Keep it Simple, Stupid! 
 
Structure  
 
 The Greek philosopher Aristotle said in or around 350 BC that good writing is dependent on 
having a defined “beginning, a middle and an end.” 
 Always include a clear cover page which states your name (student number alone is not 
sufficient), programme, year, module and module code, assessment title as distributed by 
the lecturer, date of submission, lecturer’s name and word count. The individual lecturer 
may also require some further details depending on the nature of the specific work. 
 If you are writing an essay or extended work, a good assessment should have a clearly 
defined introduction, a clearly defined main body or section and a clearly defined 
conclusion. Your lecturer will also often ask for a table of contents (see the assessment 
templates on pages 28-33).  
 The introduction is where you set out what the assessment is going to say. It is often 
referred to as a ‘road-map’. Here, you are clarifying the purpose, context and content of the 
work and its main objectives. 
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 The main section is where you elaborate on your key points, including a range of debates 
and arguments and using relevant quotations and other supports, as advised by your 
lecturer. Make sure any diagrams or tables you include are labelled and referenced. 
 The conclusion is where you sum up. Here you are tying everything together. Summarize 
the ideas you put forward during the work and build your conclusion around elements of 
the introduction. Reflect on the way you opened the assignment and the question you have 
been asked to address.  Then ask yourself which of the following you need to use to wrap 
up your remarks: summary; assessment; consequences; implications; personal response. 
 Ideally, finish with a strong and positive statement.  You may also include some 
recommendations arising from your research, although detailed recommendations are not 
normally required in first year. 
 Supplemental materials may be included in an appendix/appendices. 
 This gives you a simple structure that your reader will be able to follow.    
 In report-writing, it is always good to organize the different points you are making with 
numbered headings.    
 The numbers work like milestones, reassuring the readers that they are making progress 
through the text.   
 Always think about the roadmap and never let the reader get lost.   
 
Format 
 
 Your lecturer will advise you in the assessment specification. However, assessments should 
be printed (unless they are in-class). 
 Typefaces come and go with fashion. Times New Roman is often the norm, and a font size 
of 12. 
 Adhere to the margins advised and the spacing requested by your lecturer. 
 Number your pages. 
 Present the work as specified (stapled or bound). 
 Ask your lecturer whether they prefer single-sided or double-sided printing. 
 Don’t forget to divide your work into paragraphs – each paragraph should be on a 
separate thought or idea. Large blocks of text without paragraphs are difficult to read 
and you risk the reader not seeing the essential points you are trying to make. 
Depending on the type of assessment, these can also be sections with section headings. 
 Limit your use of abbreviations and acronyms. If you use abbreviations, only use those 
found in a good dictionary. Write all acronyms in full the first time you use them and 
include the acronym in brackets, e.g. Dublin Institute of Technology (DIT). After that 
you can use DIT. 
 It’s always a good idea to keep a hard copy of the work as well as saving it carefully. You 
never know when you might need it! 
 
Some Dos and Don’ts 
 
 Do know the end, before you begin.  Setting out without a conclusion in mind risks ending 
up with a rambling and uncoordinated piece of writing. 
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 Do make sure you address the question you are being asked. 
 Don’t use clichés because they lack originality and will make your writing seem dull.    
 Don’t use phrases like: “at the end of the day,” “at this point in time,” “the young people of 
today,” “writing on the wall,” “nipped in the bud.” 
 Do check the facts and then check them again.  One wrong assertion can undermine the 
credibility of an entire assignment.   
 Do use statistics sparingly.  A mass of data or figures is a boring litany that will probably lose 
the reader. It’s good practice to use the word ‘percent’ rather than %, except when using 
tables or graphs. 
 Don’t be tempted to plagiarize your assignment.  Refer to pages 18 and 19 for more details 
on plagiarism. 
 Be clear on the word count as advised by your lecturer. The School’s policy is that + or - 10% 
is acceptable, but penalties will be enforced for a word count outside those guidelines.  
 Do try to tell your reader something they don’t expect.  Fresh insights are always good.   
 
COMPETENCE IN WRITING AND LITERACY 
 
“If you want to be a writer, you must do two things above all others: 
 read a lot and write a lot.”   Stephen King 
 
The more you read, the better you will write.   
 
 Reading lots will expose you to different writing styles and it improves your vocabulary. 
 Think about how your favourite writer constructs his work.  
 Ask yourself what is it you like about your favourite writer’s work? 
 Does their work amuse you?  
 Does it move you?  Does it engage you?  
 Does it take you on a journey?    
 Then ask yourself how does the author go about doing this?  
 
 
The more you write, the better you will become. 
 
 You learn to write by writing.   
 Behavioural psychologists suggest that ten thousand hours of practice in most disciplines 
will lead to expertise. 
 The more you practice writing properly, the better you will become. 
 Make sure every time you write, in or out of college, you use formal English and proper 
grammar.   
 Beware of the dangers of regularly using abbreviations common in texts or Twitter - U R 
G8T; C U LTR.   
 These are not part of academic writing, and will impact negatively on your efforts to 
improve your writing skills.     
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SPELLING, GRAMMAR AND PUNCTUATION 
 
Spelling and Grammar 
 
Poor spelling and grammar looks unprofessional and it creates a bad impression of your 
assignment. 
 
Investing in a dictionary is a great move towards improving your spelling.  Remember, computer 
spell checkers are not always fully accurate, so if you are unsure of a spelling, you should 
manually look it up using a dictionary.  We recommend the Oxford English Dictionary. You can 
also check out Gingersoftware (free version) or the Hemingway app website for spelling and 
grammar aids. 
 
In particular, watch out for the following common challenges: 
 
1.  It’s not alot, but two words: a lot. 
2.  They’re going to keep the wet boots in their lockers, over there. 
3.  It’s a shame that the new puppy lost its way home.  
4.  The coach has been suspended. Two players are headed to the sinbin too.  
5.  Our finest hour will come when we are champions. 
6.  Her pride and selfishness know no bounds.  
7.  Not could of, but could have. 
8.  When you’re on your way to college, don’t forget to check the bus timetable. 
9.  Whatever you do, don’t get ‘accommodation’ wrong (particularly as many of you are 
studying modules in that area!) 
 
 
Grammar 
 
Grammar is the way in which language works.   
If you understand how grammar works, it will help you to choose the most appropriate words 
and to construct clear and easy to understand sentences and paragraphs.  This will help you 
write your assignments more effectively. 
 
Good Grammar: Points to Remember 
 
 Make sure you are consistent in your use of tenses.  Jumping from tense to tense can 
be confusing for the reader.   
 Avoid using the first person (I and me) - academic style is usually impersonal (passive) 
unless you have been instructed to write a personal account (such as in a reflective 
journal or diary). 
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The English language has numerous grammar rules, but this does not mean you should feel 
overwhelmed.   
 
Rachel McAlpine has established an international reputation for promoting quality writing.  She 
has noted that “you don’t have to swallow a grammar book to write correctly. If you can just 
avoid ten serious and very common traps, your chances of making a grammar mistake drop 
dramatically.” 
 
Read Rachel’s article ‘Dodge the grammar traps,’ which is available at: 
http://www.webpagecontent.com/arc_archive/138/5/ 
 
Apostrophes 
 
Although they have been highlighted above, it’s worth giving a specific nod to apostrophes.  
 
Consider the following sentences. 
 
Apostrophes are the most misused part of grammar in student’s work 
Apostrophes are the most misused part of grammar in students work 
Apostrophes are the most misused part of grammar in students’ work 
 
Which of the above is correct? If you know, you should have no difficulty with this part of your 
assessment preparation. If you are unsure, use the tips and apps in this guide to help you. 
 
There is also the well-known book by Lynne Truss, ‘Eats, Shoots & Leaves’, in which she shows 
how meaning is shaped by commas and apostrophes, and the funny consequences when 
grammar goes wrong.  Check it out when you get a chance. 
 
Punctuation 
 
Using the correct forms of punctuation will make your assignment easier to comprehend and 
contribute to higher marks. 
 
Paula Allen’s excellent article, ‘The Mechanics of Writing,’ gives a good explanation of the most 
common forms of punctuation.  This article is really worth reading and is available at: 
http://www.independent.ie/irish-news/education/exams/the-mechanics-of-writing-
30941792.html 
 
There are three types of punctuation used at the end of a sentence:  
1) Full stops  
2) Question Marks 
3) Exclamation Marks 
 
Full stops are regularly used inappropriately, as Paula Allen explains in her must-read article. 
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Question Marks must be inserted at the end of every direct question.  Many people forget to 
do this and use a full stop instead. 
 
Correct:  Will the Irish hospitality sector continue to grow at the current rate? 
Incorrect: Will the Irish hospitality sector continue to grow at the current rate. 
 
Exclamation Marks should generally not be used in academic assignments. Certainly, they 
should be used with caution. 
 
Commas are the main form of in-sentence punctuation.   
 
Commas should be used carefully.  A comma inserted in the wrong place can alter the meaning 
of a sentence.   Note the example below and consider how each sentence has a completely 
different meaning. 
 
· The manager said Frank should be sacked. 
· The manager, said Frank, should be sacked. 
 
 
Capital letters 
 
How you capitalize your writing is important.  
 
A very common error is to misuse capital letters. Avoid scattering them throughout your work. 
This distracts the reader and annoys the lecturer! On the other hand, absence of capitalization 
is also incorrect. Remember your spell-checker will not necessarily pick this up, unless it is at 
the beginning of a sentence. (A spell-checker will not know that ‘rose’ is a name as well as a 
flower). 
 
 The first word of a sentence is always capitalized. 
 Proper nouns are always capitalized (all personal names, formal titles, calendar items, 
geographical regions, cities, ethnic groups, nationalities and religions, institutions and 
government departments. There are some exceptions, so check if you are unsure. 
 In particular, pay attention to the following: 
Hotel names, e.g. The Gresham (not the Gresham), The Marker Hotel (not the Marker 
hotel). 
 
On a related point, pay attention to brand names, where sometimes capital letters may not 
always be used in a grammatically correct way. For example, Tripadvisor NOT Trip Advisor, 
Airbnb NOT Air BnB - quite simply, use the format the company uses for its own brand. 
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Transitions 
 
There are several types of compound transitions (linking words that can help your writing flow 
better), including conjunctions, extensions, endorsements, contrasts and narratives. However, 
the following transitions may be useful: 
 
 
Contrast: But, However, On the other hand, Yet.... 
Illustration: For example, That is.... 
Extension: Similarly, Moreover, Furthermore, In addition..... 
Conclusion: Consequently, As a result, Therefore.... 
 
 
Singular/plural 
Some nouns can be tricky! We all know that many nouns simply require the addition of an ‘s’ to 
form the plural.  
 
 Pen becomes pens 
 Book becomes books 
 
Nouns ending in s, ss, z, zz, ch, sh and tch are made plural by adding ‘es’ to the singular. Proper 
nouns are the exception.  
 
 Baby becomes babies 
 Sky becomes skies 
 
Watch out for irregular plural forms! 
 Foot - feet 
 Tooth - teeth 
 Medium - media, for example 
 
If you are unsure, check a reliable source. 
 
 
PROOF-READING AND FINAL EDITING 
 
“So the writer who breeds more words than he needs, is making a chore for the  
reader who reads.”   (Dr. Seuss) 
 
 
Before handing in an assessment, it is important to devote sufficient time to the proof-reading 
and editing process.   
All too often, an assessment which has the potential to receive a good mark falls short because 
the student has not carried out even the most basic proof-reading.   
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An assessment that is hard to read or is full of spelling or other mistakes has not been 
rigorously proof-read.   
This leaves the person correcting your work with the impression that the student didn’t show 
due care or diligence in completing the assignment.   
Remember to always take time out to proof-read and edit your work.  Even ten minutes spent 
on this essential part of the assessment writing process can considerably improve your final 
grade. 
 
Proof-reading Tip 
 
Before finalizing your assignment read it aloud.  This is a proven way to pick up on typos, 
spelling errors, bad syntax and incomplete sentences.  Reading the assignment aloud will also 
help you to identify sentences that are hard to comprehend.   
 
Alternatively, you could hand your work to a friend and proof-read each other’s. This can be 
very effective, as you can become ‘blind’ to your mistakes if you have gone through a couple of 
drafts in preparing an assignment.   
 
Editing Tip  
 
Before handing in your assignment, re-read it, simplify the language and reduce the number of 
words you use. 
Remember: Fewer Words = Clearer Point 
 
As you re-read each paragraph of your assignment, ask yourself: 
 
 Can I say it more concisely?   
 Can I make my sentences shorter? 
 Can I use words that are clearer to understand?   
 Can I make the language more energetic or exciting? 
 Can I stand over any facts or statistics I have used? 
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Referencing, Citing and Plagiarism 
 
In academic writing, we distinguish between common knowledge that is available from sources 
such as dictionaries and encyclopedias (e.g. Paris is the capital city of France), and specific 
knowledge that comes from an identifiable source such as a book or report. Any distinctive 
ideas that you wish to incorporate into your work (including, but not limited to, quotations, 
sources of original terms and statistics) require a reference. 
 
This acknowledges the sources that you have used, shows the depth of your research and 
understanding, and protects you from charges of plagiarism and intellectual dishonesty. It also 
gives your reader (or marker) the information they need to find, independently, what you have 
read.  
 
Taking care in the recording and compilation of your reading and references as you go along 
can save a lot of grief later! In your Get Smart! sessions, many tips will be given. Building good 
habits in first year will allow you to understand more demanding referencing conventions and 
handle a more in-depth piece of research in your later years. There is increasing pressure, in 
this digital age, to connect the reader directly to the full text of your sources. We will work up 
to that as you progress. 
 
You may find REFME useful and time-saving in the compilation of your referencing. 
 
The School uses a specially designed reference handbook. 
https://www.dit.ie/media/schoolofhospitalitymanagementandtourism/documents/The%20Ref
erence%20Handbook%202013-2014.pdf 
 
This provides a wide range of support and guidelines to take you through your degree 
programme. However, as a first-year student, the following pointers may be most helpful. 
 
Plagiarism 
 
Using any ideas authored by another person without suitable acknowledgement is regarded as 
plagiarism. This also extends to any situation where a student buys a paper from the Internet 
and submits it as if it were their own work. Although plagiarism can sometimes be 
unintentional, it is regarded as serious in any instance. The School and Institute have a number 
of sanctions in place, up to and including the non-awarding of your degree. 
 
Read one of the Institute’s plagiarism policies here: 
 
http://www.dit.ie/researchandenterprise/researchatdit/ethicsindit/content/guidelines/bestpra
ctice/ 
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To help you check your own work, we use software called SafeAssign (you will find it on your 
Webcourses modules) that detects and scores the amount of your work that can be sourced 
elsewhere. Most lecturers will stipulate that you run your assessment through SafeAssign 
before you submit it. We have an agreed ‘matching score’ of 15% or less. 
 
You can find out more about SafeAssign on Webcourses or from your lecturer. 
 
Referencing Conventions 
 
The School uses the Harvard System of referencing (author, date), so if you have used an 
alternative style elsewhere, you will have to change. There are quite a number of versions and 
variations of Harvard, so if you are unsure, or have any queries, just check. Minor variations are 
acceptable. The most fundamental guideline is to be complete and consistent. 
 
A detailed guide to correct referencing is set out in The Reference Handbook, but the following 
basic guidelines can help you get started: 
 
You must think about two things - in-text citation (in the body of your report/assessment etc.)  
and referencing (at the end of your report/assessment etc.). 
 
In-text citation 
Throughout your paper or essay you must acknowledge the sources you have used. Any 
quotation, statistic, theory or anyone else’s idea must include the source. Where students are 
often less sure is where they have not quoted directly, but have paraphrased (put the quotation 
into their own words). This, too, requires a citation. 
 
The first two sentences below are paraphrased.  Note how they both require a citation. The 
same convention is used when there is more than one author.   
 
Lecturers are increasingly using a student-centered approach to teaching in higher education 
(Gredler, 2004).   
 
Toohey and Mahon (1999) argue that curriculum design became increasingly student-centered 
in the last decade of the twentieth century. 
 
When quoting directly, use quotation marks as well as acknowledging the author’s name, year 
of publication and page number in brackets. 
 
Boud (2004, p. 34) points out that ‘work-based learning can now be regarded as the dominant 
learning paradigm of the new century’. 
 
The page number can also be represented as follows: 
 
Boud (2004:34) points out that ‘work-based learning can now be regarded as the dominant 
learning paradigm of the new century’. 
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Or 
 
 ‘Work-based learning can now be regarded as the dominant learning paradigm of the new 
century’ (Boud, 2004, p. 34). 
 
Note that the relevant page number/s should always be included in the main body of your work 
when you are quoting directly.  
 
JUST REMEMBER TO BE CONSISTENT THROUGHOUT YOUR WORK. 
 
See the section below on preparing your list of references to see how these citations transfer 
correctly into your references. 
 
Quotations  
Generally, short quotations (three lines or less / around 40 words) are enclosed in ‘single 
inverted commas’ and included in your main text. 
 
A quotation within a quotation is captured in “double inverted commas”. 
 
Where you are using a quotation longer than three lines, it is better practice to indent the 
quotation and present it in single-spacing, as follows: 
 
 At the end of your essay it is usual to give both a bibliography and a reference list,  
 although in some pieces of work you may just be asked for a reference list alone.  
 This contains only the authors and works you have referenced in the essay, while  
 the bibliography is a list of all the material you have consulted as background 
              for the topic. 
 
 (Greetham, 2001, p. 246) 
 
Refer to pages 5 and 6 of The Reference Handbook for more details and further examples, 
including guidelines on multiple authors, an author within an author, and two or more works by 
the same author. 
 
 
List of references: 
 
What’s the difference between a list of references and a bibliography? 
 
Your list of references presents all the references that you have cited or quoted within the main 
body of your assessment. 
 
A bibliography is a list of any other sources of information that you consulted in your 
preparation of the assessment, but did not directly cite or refer to in the main body of the work. 
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In first year, it is generally not required to produce a list of references and a bibliography for the 
same work. Usually, a list of references will suffice, but check with the individual lecturer. 
 
A full suite of referencing conventions is included in The Reference Handbook for your 
consultation. 
 
GOLDEN RULES: 
 
 The Harvard System requires your list of references to be presented IN ALPHABETICAL 
ORDER. This is one of the most frequent errors made by students, so be mindful of this. 
 
 Start your reference list on a separate page at the end of your assessment and title it 
References or List of References. 
 
 The reference list should be single-spaced, with one line space between references and no 
indentation. 
 
 Italics are the preferred format for titles of books, journals, websites, government 
publications, and newspapers among others. Article titles and chapter titles are presented 
in single quotation marks but are not italicised. 
 
 Capitalization is very specific and kept to a minimum. Generally, if you mirror the title as 
presented in the original source, you will not go too far wrong. 
 
The following guidelines should be sufficient for your first-year work. If you need further 
examples, you will find them in The Reference Handbook. 
 
 
Reference for a book/textbook - single author 
 
Collins, D. (2000) Management Fads and Buzzwords, London: Routledge. 
 
In this example, 
The name of the book is Management Fads and Buzzwords (Note italics) 
The place of publication is London 
The publisher is Routledge 
 
The in-text (in the body of your report/assessment etc. ) citation would be: 
 
Collins (2000) stated that.... 
or 
It is suggested that…. (Collins, 2000) 
 
Remember to include the page numbers if it is a direct quotation from Collins. 
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Reference for a book/textbook - multiple authors  
 
Storey, J. and Sisson, K. (1993) Managing Human Resources and Industrial Relations, 
Buckingham: Open University Press. 
 
You may also replace the word ‘and’ with a ‘&’ (ampersand) symbol. Check which is preferable. 
 
Storey, J. & Sisson, K. (1993) Managing Human Resources and Industrial Relations, Buckingham: 
Open University Press. 
 
In this example, 
The name of the book is Managing Human Resources and Industrial Relations (Note italics) 
The place of publication is Buckingham 
The publisher is Open University Press 
 
The in-text citation would be: 
 
Storey and Sisson (1993) showed that 
or 
Much discussion has shown that…. (Storey and Sisson, 1993) 
 
 
Reference for a chapter within a book 
 
Witt, S.F. (1995) ‘Econometric Demand Forecasting’, in S.F. Witt & L. Moutinho (eds.), Tourism 
Marketing and Management Handbook (Student Edition), Europe: Prentice Hall. 
 
In this example, 
The name of the chapter is ‘Econometric Demand Forecasting’ (Note single inverted commas) 
Some guidelines suggest you also include the start and end page numbers for this chapter 
within the book. 
The name of the book is Tourism Marketing and Management Handbook (Note italics) 
S.F. Witt and L. Moutinho edited the book (i.e. they put all the chapters together). S. Witt wrote 
the specific chapter you are referring to, and hence is cited at the start of the reference. 
 
The in-text citation would be: 
 
Witt (1995) suggests that…. 
or 
It was evident in discussions around tourism demand…. (Witt, 1995) 
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Reference for an article (print) 
 
Campo, S., Diaz, A.M. & Yague, M. (2014) ‘Hotel innovation and performance in times of crisis’, 
International Journal of Contemporary Hospitality Management, 26 (8), pp. 1292-1311. 
 
In this example, 
The name of the article is ‘Hotel innovation and performance in times of crisis’ (Note single 
inverted commas) 
The name of the journal in which the article is located is International Journal of Contemporary 
Hospitality Management (Note italics) 
The volume number is 26 
The issue number is 8 
The article is on pages 1292-1311. 
 
The in-text citation would be: 
 
Campo, Diaz and Yague (2014) discussed the importance of…. 
or 
Campo, Diaz and Yague (2014, p. 1293) state that “innovation is a key element to improve 
productivity...and therefore profits”. 
 
You have quoted directly in the second example, included the page number, and the dots 
indicate that you removed some part of the quotation. 
 
Reference for an article (online) 
 
Pichot, L. and Burlot, J. (2009) ‘Management practices in companies through sport’, 
Management Decision, 47 (1), pp. 137-150. Available from: 
http://dx.doi.org/10.1108/00251740910929759 [Accessed July 1 2015]. 
 
In this example, 
The name of the article is ‘Management practices in companies through sport’ 
The name of the journal in which the article is located is Management Decision 
The volume number is 47 
The issue number is 1 
The article is on pages 137-150 
It is available for others to consult at the link you provide 
You accessed it on July 1st 2015. This is important, as it may be moved at a later point and no 
longer available at that link. 
 
The in-text citation would be: 
 
Pichot and Burlot (2009) found that......... 
or 
Discussion of the usefulness of understanding management practices through sport found 
that…. (Pichot and Burlot 2009) 
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Reference for a website/webpage/document on the Internet 
 
Este, J., Warren, C., Connor, L., Brown, M., Pollard, R. and O’Connor, T. (2008) ‘Life in the 
clickstream: the future of journalism’, Media Entertainment and Arts Alliance, Available from: 
http://www.alliance.org.au/documents/foj_report_final.pdf  [Accessed May 27 2009]. 
 
In this example, 
The name of the document is ‘Life in the clickstream: the future of journalism’ 
The name of the website is Media Entertainment and Arts Alliance 
It is available for other to consult at the link you provide 
You accessed it on May 27th, 2009.  
 
The in-text citation would be: 
Este, Warren, Connor, Brown, Pollard and O’Connor (2008) suggest that…. 
 
This raises the point around co-authors and how to present what might be a long list of names. 
It is good practice under Harvard to include all the authors’ names when you refer to them for 
the first time. If you refer to the same source again in your work, you can use the Latin term ‘et 
al.’ (meaning ‘and others’).  Este et al. (2008) suggest that.... 
 
Reference to personal communication (e.g. an interview you carried out with a manager) 
 
Information spoken about in a lecture, or an interview you carried out with a manager in your 
workplace is unpublished and is treated as personal communication. You do not need to 
provide a reference entry because there is no recoverable data. All details are provided in the 
main body of your work - i.e. it is only a citation. Ensure you have the author’s permission. 
 
The in-text citation would be: 
 
Brown pointed to a range of controversial new management practices such as…. (Brown [Dublin 
Institute of Technology] 2015, TFMG1003, 10 January). 
 
It is, however, more advisable to use published primary sources rather than lectures as 
references in your work. 
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Reference to a blog 
 
Wilson, E. (26 August 2015), 'Does Your Org Have a Sandbox?' Innovation Excellence , Available 
from: http://www.innovationexcellence.com/blog/ [Accessed August 26 2015]. 
 
In this example, 
The name of the author of that particular blog post is E. Wilson 
The post is titled ‘Does Your Org Have a Sandbox?' 
The blog title is Innovation Excellence 
It is available at the link you provided you accessed it on the date you provided. 
 
Reference to Twitter: 
 
GUARDIAN (2012) 'Homeless teenager forced to live in tent after councils neglect his needs' 
http://chttp://gu.com/p/39t49/tf. [Twitter] 8th August. Available from: 
https://twitter.com/guardian/status/232976814790807552 [Accessed 08/08/12]. 
 
In this example, 
The Tweet came from the Guardian newspaper 
It is available at the link you provided 
You accessed it on the date you provided 
 
At present, there is no set amount of references for your submitted work in first year. Each 
module will differ, and your lecturer will advise you. Of course, you will be required to show 
greater depth and scope of reading as you progress through your programme. 
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EXPRESSIVE WRITING – UNDERSTANDING THE JARGON 
 
What do lecturers want from me? 
 
At school, you will have gained marks for recall and reproduction of information and facts. Now 
that you are at college, we will help you move along the cognitive domains towards synthesis 
and evaluation. Of course each module is different, just as each discipline is different, but 
generally we expect that you will look at both sides of an argument, and then work towards 
distinguishing the shades of grey in-between. If you are on a level 8 degree, these skills are vital 
as you work towards your final year undergraduate dissertation. 
 
Critical thinking and analysis 
 
By the completion of your programme, you should be able to be critical. Essentially, this means 
being able to make judgements about the material you are reading and being able to defend 
the judgements you make. 
 
It can be very daunting to evaluate the arguments of academics critically, but this is exactly 
what we will ask you to do. It takes time to build up the confidence and skills to do this, as well 
as the self-belief. The more you read, the more you will get a sense of how authors organize, 
develop and present their thoughts on various topics. 
 
Work towards bringing together information and arguments, and providing your interpretation 
of them (synthesis and evaluation). 
 
This section provides a very basic introduction. Your lecturers will guide you in later years on 
how to develop your critical and creative writing. 
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EMAIL ETIQUETTE 
 
Achieving the right tone in an email can be tricky. Not only will you have to send emails to your 
tutor and lecturers, you will also be emailing industry professionals at various points. You need 
to build those good email habits before you go on your internship in second year or third year. 
 
Here are a few pointers: 
 
 Always insert a clear subject line, or you risk having the email deleted or it going to spam, 
e.g. DT401/1 HRM tutorial on Monday 23/09. 
 Identify yourself in the email. Do not assume the recipient knows who you are, especially in 
the early stages of your programme.  
 Keep the email concise, focused and to the point. 
 You should adopt an appropriate tone, e.g. ‘Dear Dr./Mr. Brown’ or ‘Dear Joe’ are good 
practice in addressing both academic staff and industry professionals.  ‘Hi Mr. Brown’ or ‘Hi 
Joe’ are generally acceptable in academic circles. ‘Hey Joe’, ‘Hiya Joe’, ‘How’s it going Joe’, 
are not acceptable. Certainly, any potential employer will delete a request from you 
immediately if they are unhappy with the tone. 
 Be mindful of your user name. It might be amusing to you, but inappropriate to staff or 
employers. 
 Always check your spelling and grammar – again, employers will often delete an email if it 
contains errors. 
 Remember, NO emojis!!   
 Keep attachments to a minimum. 
 Allow appropriate and realistic time for a response and respect after-work hours. 
 Don’t write anything you would not say in person. 
 Check if you can find the answer to your query on the DIT website before emailing (try 
typing your query into the search bar). 
 Review the email before sending - once you hit ‘send’, it’s official!! 
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ASSESSMENT TEMPLATES 
(© Dr. Clare Johnson & the Communications subject team, DIT, 2015) 
 
Written Essay Template  
 
No Criteria 
 Extended Formal Essay 
1. An essay may vary in structure, however a typical essay may conform to the following; 
Title Page 
 Essay title 
 Recipient (s) & Author (s) 
 Course title /code & year 
 Date of submission 
2. Acknowledgements (optional) 
3. Tables of Contents/Index 
4. List of Tables and Illustrations 
5. Introduction 
 Introduction, main development & conclusion 
 Context & purpose of essay 
6. Methodology/Research (if appropriate) 
 Secondary research 
 Primary research (if appropriate) 
 Limitation of research 
7. Main Development: Discussion/Analysis of Subject 
Evidence of: 
 Breadth of reading in subject area 
 Conceptualization (own thinking linked to literature) 
 Flow of argument 
 Organization & coherence 
 Comprehension & understanding through application & use of examples 
 Original thinking 
 Level of analysis & synthesis 
 Academic & published references used 
 Main sections, sub sections & headings 
 Examples & quotations  used to enliven and underpin the discussion 
8. Conclusion 
 Extrapolation of key issues 
 Conclusion based on material presented in main development of essay 
9. References  
 Identification of all sources used, upon which the essay has been based/developed 
 List of academic published sources i.e. text books, articles, reports  & web sites 
accessed & referenced in the main development  of the report 
 Style must conform to the referencing system adopted by the School of Hospitality 
Management and Tourism 
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10 Appendices (if appropriate) 
 Additional supporting information not presented in the main text of the report 
 Each appendix should be numbered and/or titled and referred to in the main text 
and included in the contents page 
 Evidence of  justification 
11. Style 
 Clarity of expression 
 Objective tone, written in the third person 
 Grammatically correct 
 Information logically sequenced, linkage between paragraphs 
 Conforms to word count 
 A single point in a sentence 
 A single idea in a paragraph 
 Waffle, padding, clichés, jargon & text speak unacceptable 
 Acronyms used correctly 
 Evidence of spell check 
 Evidence that report has been proof read 
 Word processed 1.5 spacing 
 Times new roman font style 
 12 font size text 
 Text justified 
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Business Report Writing Template  
 
No Criteria 
1. Formal business reports vary however they should conform to the following; 
Title Page containing the follow information; 
 Title of report 
 Name of student/s 
 Name of lecturer/s 
 Course title /code &  year 
 Date of submission  
2. Abstract  / Executive Summary 
Outlines the following information; 
 Objectives of the report 
 The main findings 
 Conclusions 
 Recommendations 
 Length varies depending on  extent of report (e.g. short report half a word 
processed page,  one to two pages in an extended report) 
3.  Table of Contents  
 Lists the order of sections/headings & style of numbering as they appear in the 
report 
 The corresponding page numbers in the body of the text in a vertical column   
 The section numbering & page numbers identified in the contents page should 
conform exactly to that in the report and page numbers are correct 
 List of figures and list of  tables and corresponding page number in report (if 
appropriate) 
4. Introduction  
 Outlines the background of the report by stating the terms of reference (who asked 
for the report, objectives, what does the report attempt to show)  
 Explain method/s of investigation (procedure/s for data collection) 
5. Development  
 Presents findings in a clear, logical sequence in order of importance 
 Balanced objective presentation of the facts, evidence and or statistics 
 Evidence of relevant theory (if appropriate) 
 Related information presented sequentially and cross-reference where appropriate 
 Divided into numbered and headed sections and sub-sections for readability and 
speedy retrieval of the information. 
 Headings should be short, specific and indicative of content to follow 
 Graphical information should have a title & Figure or Table numbered   
6. Conclusion/s 
 Summarizes the main points and refers back to the issues raised in the terms of 
reference in the introduction 
 Presents an objective assessment of evidence consistent with findings 
 No new information introduced at this point 
7. Recommendations 
 Suggests specific solutions and proposals for action related to the evidence  
 Listed and numbered in order of importance 
 Clearly expressed without ambiguity  
 Action-orientated in language 
 31 
 
 
8. References 
 List of academic published sources i.e. text books, articles, reports  & web sites 
accessed & referenced in the main development  of the report 
 Style must conform to the referencing system adopted by the School of Hospitality 
Management and Tourism 
9. Appendices (if appropriate) 
 Additional supporting information not presented in the main text of the report 
 Each appendix should be numbered and/or titled and referred to in the main text 
and included in the contents page 
 Evidence of  justification 
10. Style  
 Clarity of expression  
 Objective tone  
 Grammatically correct 
 Information logically sequenced 
 Conciseness 
 Conforms to  equired word count  
 A single point in a sentence  
 A single idea in a paragraph 
 Waffle, padding, clichés, jargon & text speak unacceptable 
 Acronyms used correctly 
 Evidence of spell check 
 Evidence that report has been proof read 
 Word processed 1.5  
 Times New Roman Font style 
 12 font size text 
 Text justified 
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Practical Business Presentation Template  
 
No Criteria 
 STRUCTURE & CONTENT  
1. Welcome - Personal presentation 
 Greeting, introduce self 
 Appropriate ‘professional attire’ 
 Appropriate best practice (context) 
2. Introduction 
 State objectives and clarity 
 Format of talk 
3. Well structured delivery 
 Introduction, main development, summary 
 Content, sequence, key points 
 Notes used as prompt only 
 Relevance and range of topics 
 Accuracy 
4. Management of time 
 Timing over/under 
5. Overall impression 
 Evidence of organization & preparation 
 Informative/interesting, relevant information 
 Interaction & rapport with audience 
 Spelling and grammar – ICT resources utilised 
 Vocal & non-verbal communication 
 Management of time within time frame 
 Recovery from mistakes 
 VISUAL  
6. Management & competency of Information Communication Technology (ICT) & visual 
support  
 Design & choice of visual resources 
 Appropriate quantity & layout of text  
 Used as support only 
 Consistent in style and layout 
 Management of ICT equipment 
 Visible to audience at all times 
 Additional material circulated if appropriate 
 Speak to audience not equipment 
7. Non -Verbal Communication 
 Use of eye contact  
 Confident posture 
 Appropriate use of gestures 
 Appropriate body language  
 Appropriate facial expression 
 Appropriate ‘ business attire’ 
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 VOCAL  
8. Vocal Communication 
 Clear and well projected voice 
 Speak directly to audience – not reading notes 
 Enthusiasm – animation 
 Overall interaction with audience 
9. Responsiveness to questions 
 Encourage or ask questions 
 Address all questions  
 Addresses answer  to all audience 
 Avoid getting sidetracked 
 Efficient handling of questions 
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